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PREFACE

The authorization of the new federal Library Services & Technology Act on October 1, 1996 and its subsequent
reauthorization in 2003 marks a new direction for supplemental funding opportunities for libraries. The Act requires each
state to focus its grant program on two areas: 1) improving information technology services and 2) improving access to
information to all categories of underserved populations. Eligibility status includes public, academic, school library media
centers, private and research libraries, and library consortia. The Act strongly encourages collaboration, partnerships,
and cooperative ventures among libraries in linking electronic information technology, services or programs. Results of
the impact of LSTA'’s first five years can be found in the LSTA Five-Year Evaluation Report located at
http://library.utah.gov/grants_funding/Ista_five year plan/index.htm.

This Handbook reflects the fifth year of the Utah State Library (USL) Five-Year Plan

and incorporates outcome-based (project or program) evaluation requirements for federally funded projects. It contains
all the elements necessary for applicants to apply for FY 2006-2007. Applicants are encouraged to contact Rose Frost,
Grants Coordinator, (801-715-6742), for clarification and/or answers to their questions. Questions about the fiscal
administration of the LSTA program may be directed to the Business Office, by telephone at 1-800-662-9150 or 801-715-
6777. USL’s FAX number is 801-715-6767.

The Institute of Museum and Library Services (IMLS) administers the LSTA program at the federal level. The Catalog of
Federal Domestic Assistance (CFDA) number for LSTA is 45.310.

All intent to apply forms, grant applications, reports, and general correspondence
regarding the LSTA program should be addressed to:

Rose Frost
LSTA Grants Coordinator
UTAH STATE LIBRARY DIVISION
250 North 1950 West, Suite A
Salt Lake City, UT 84116-7901


http://library.utah.gov/grants_funding/lsta_five_year_plan/index.htm

LSTA GRANT CALENDAR
FY 2006-2007
(Subject to Congressional Appropriation)

SPRING 2007 ROUND

January 11, 2007 (Thursday)
LSTA Grant Writing Workshop at the Utah State Library

January 18, 2007 (Thursday)
LSTA Grant Writing Workshop at the Cedar City Public Library

January 26, 2007 (Friday)
Mandatory LSTA Grants Administration Workshop for Fall 2006 Grantees

February 2, 2007 (Friday)
Required “Intent to Apply” forms are due for ALL Spring round grants

February 23, 2007 (Friday)
All applications are due for Mini, Regular, and Major grants

March 23, 2007 (Friday)
LSTA Advisory Council review of Regular and Major grants at LSTA Advisory Council meeting

March 28, 2007 (Wednesday)
State Library Board meeting and decisions on grant awards

March 30, 2007 ( Friday)
Announcement of all Spring Grant awards in Directions for Utah Libraries online newsletter

April 5, 2007 (Thursday)
Mandatory LSTA Grants Administration Workshop for Spring 2007 Grantees

FALL 2007 ROUND

September 7, 2007 (Friday)
LSTA Grant Writing Workshop at the Utah State Library

September 10-14 (TBA), 2007
Second LSA Grant Writing Workshop outside of SLC — date and location to be determined

September 21, 2007 (Friday)
Required “Intent to Apply” forms are due for ALL grants

October 5, 2007 (Friday)
All applications are due for Mini and Regular grants

November 9, 2007 (Friday)
LSTA Advisory Council review of Regular grants; LSTA Advisory Council recommendations

November 15, 2007 (Thursday)
State Library Board decisions on grant awards

November 19, 2007 (Monday)
Announcement of all Fall Grant Awards in Directions for Utah Libraries online newsletter

December 7, 2007 (Friday)
Mandatory LSTA Grant Administration Workshop for ALL Fall 2007 Grantees
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FY 2006-2007 LSTA GRANTS HANDBOOK
LSTA BACKGROUND

The Institute of Museum and Library Services, an independent Federal grant-making agency, supports the
nation's 15,000 museums and 122,000 libraries with leadership, innovation, and learning opportunities. The
Institute also promotes partnerships to expand the educational benefit of libraries and museums. Created by the
Museum and Library Services Act of 1996, P.L. 104-208, IMLS administers the Library Services and Technology
Act and the Museum Services Act. In 2003, Congress reauthorized the Museum and Library Services Act, P.L.
108-81, reaffirming the vital role that museums and libraries play in our communities. The Institute receives
policy advice from the National Museum and Library Services Board.

A. Purposes of the amended Museum and Library Services Act of 2003 (known by its short title: the
“Library Services and Technology Act”)

“(1) to consolidate Federal library service programs;

(2) to promote improvement in library services in all types of libraries in order to better serve the people
of the United States;

(3) to facilitate access to resources in all types of libraries for the purpose of cultivating an educated and
informed citizenry; and

(4) to encourage resource sharing among all types of libraries for the purpose of achieving economical
and efficient delivery of library services to the public.”

B. Uses of LSTA Funds by libraries for:

“(1) expanding services for learning and access to information and educational resources in a variety of
formats, in all types of libraries, for individuals of all ages;

(2) developing library services that provide all users access to information through local, state, regional,
national, and international electronic networks;

(3) providing electronic and other linkages among and between all types of libraries;

(4) developing public and private partnerships with other agencies and community-based organizations;
(5) targeting library and information services to individuals of diverse geographic, cultural, and
socioeconomic backgrounds, to individuals with disabilities, and to individuals with limited functional
literacy or information skills; and

(6) targeting library and information services to persons having difficulty using a library and to
underserved urban and rural communities, including children (from birth through age 17) from families
with incomes below the poverty line. . .”

LSTA IN UTAH

The Institute of Museum and Library Services allocates annual LSTA appropriations to each state library to
expend these funds according to its own Five-Year Plan designed to improve library programs, technology, and
service. The LSTA 2006 appropriation for USL is $1,658,384. Most of the LSTA funding supports statewide
library services, such as PIONEER databases, continuing education and library development, lender support
services, and volunteer services and computer Braille services for the Library for the Blind and Disabled.
However, $600,000 each year is set aside for a Competitive grants program for library grant projects reflecting
three goals of the Utah LSTA Five-Year Plan, 2003-2007.

The State Library Board reviews the anticipated funding for the LSTA subgrant program and approves an overall
amount for the annual competitive grants program. Each year, the State Library Board approves funding
allocations for the fall and spring rounds of the FY 2006-2007 LSTA Grant competition. Traditionally, the Board
has allocated $75,000 for Mini Grants; $150,000 for Regular Grants; and $150,000 for a spring round of Major
Grants. Funds unexpended in the fall round are usually carried forward to the spring round.



PURPOSE OF THIS HANDBOOK

The Handbook is intended to bring LSTA Competitive Grant Program information together in one source and to
help all applicants with the application process. Applicants are also encouraged to familiarize themselves with the
LSTA Five-Year Plan, 2003-2007 before reading this Handbook. The Handbook contains basic information,
general instructions and forms necessary for applying for the FY 2006-2007 Library Services and Technology Act
(LSTA) competitive grants. Later sections of this handbook are designed to assist the grant recipient in project
implementation and grant administration.

The Utah LSTA Five-Year Plan, 2003-2007, this Handbook, the LSTA FY 2006-2007 Grant Calendar, and all
required forms are posted on the State Library Division website at
http://library.utah.gov/grants_funding/Ista/index.htm.

LSTA grant round announcements will be posted on the ULN, UALC, and ULMNET lists prior to each grant round.
To subscribe to the ULN list, contact Pam Barringer, Information Resources (801-715-6763) or
pbarring@utah.gov.

Contact the USL Development Grants Coordinator, (801-715-6742) for assistance in preparing the grant
application.

FY 2006-2007 LSTA COMPETITIVE GRANTS PROGRAM

The grant categories correlate to the Goals described in the LSTA Five-Year Plan, 2003-2007 located at
http://library.utah.gov/grants_funding/Ista_five_year plan/index.htm. The grant categories below are not listed
in order of priority.

A. Grant Categories

1. Technology Infrastructure. (LSTA Plan, Goal 1) Enable Utah’s libraries to maintain an up-to-
date and robust technology infrastructure in order to assure that Utahns can access networked
information efficiently and effectively through their libraries. Technology infrastructure refers to
computer hardware and software that accesses the Internet; it may include Internet
workstations, telecommunications upgrades, integrated system upgrades, and web-based
catalogs. Newly certified public libraries may apply for basic computer technology which
encompasses the acquisition, installation, and maintenance of library information technology
necessary to provide automated circulation and/or bibliographic access; initial hardware,
software, sufficient memory, storage, peripherals, public access terminals and/or workstations,
and computer furniture.

2. Networked Information. (LSTA Plan, Goal 3) Support the acquisition, development and use of
Internet-based full text/full image electronic content for Utah libraries and their users so that
Utahns can use a rich diversity of digital materials from their libraries and homes. Among
materials suitable for digitization are photographic negatives, glass plate negatives, photographic
prints, sheet materials such as musical scores, maps, posters, drawings, local Utah newspapers
with copyright permission, and material in the public domain published before 1865.

3. Enhanced Access to Library Resources. (LSTA Plan, Goal 5) Serve targeted populations in
Utah that require customized assistance in accessing library and information services by assisting
Utah’s libraries to acquire special equipment, hardware and/or software, to build collections in
customized formats or in languages other than English, or to offer customized training
opportunities, in-house or outreach programs.

Customized Service Grants can be used for assistive technology, software and equipment for the
physically disabled and the wheelchair-bound; large screen monitors for the visually impaired;
audio enhanced software for the hearing-impaired; and remote dial-in access capability for
homebound patrons. (See Appendix C for recommendations of specialized equipment for the
blind, visually impaired and learning disabled).

Customized Service Grants can also be used to access library catalogs in other languages; for
collection development in special formats; for cooperative collection development projects; to
support literacy programs with training, technology, products, and classes; for training all


http://library.utah.gov/grants_funding/lsta/index.htm
mailto:pbarring@utah.gov
http://library.utah.gov/grants_funding/lsta_five_year_plan/index.htm

disadvantaged groups in accessing electronic resources; supporting library services to the
institutionalized; and for customized training opportunities, in-house or outreach programs.

For assistance with collection development and programming for Spanish-speaking populations,
libraries are encouraged to contact REFORMA de Utah, a chapter of the national REFORMA
organization, an affiliate of the American Library Association. Its purpose is to improve the full
spectrum of library and information services for the 22.3 million Latinos residing in the U.S.
REFORMA de Utah, can help libraries in the following areas: translation assistance, training,
collection development and information about vendors of Spanish language materials,
programming, outreach to the Spanish speaking and Latino populations (children, YA, adults),
promotional strategies, idea sharing, and recruitment. Contact: Juan Tomas Lee, Utah State
Library, 801-715-6769 or jtlee@utah.gov) or REFORMA de Utah, P.O. Box 521271, Salt Lake City,
UT 84152-1271.

B. Grant Funding Levels

1.

Mini Grants (Up to $7,500)

a) Mini Grants will be offered twice a year. Approximately $150,000 (or $75,000 each
round) will be available in FY 2006-2007 for library projects described above.

b) The USL staff and, when required, individuals with special technical expertise, will review
the Mini Grant Applications. The State Librarian will approve the Mini Grant Applications.
The LSTA Advisory Council will act as the appeals body for Mini Grants.

c) Mini Grants do not require matching funds. However, grant applications in this category
that show local dollars allocated to support the grant project are more competitive.

2. Regular Grants (from $7,501 to $74,999)

a) Regular Grants will be offered twice a year. Approximately $300,000 (or $150,00 each
round) will be available for library projects as described above.

b) The LSTA Advisory Council and, when required, individuals with special technical expertise,
will review the Regular Grant Applications. The State Librarian will approve the Regular
Grant Applications based on the LSTA Advisory Council recommendations. The State
Library Board will act as the appeals body for Regular Grants.

¢) Regular Grants require matching funds of 25% of the total cost of the project.

3. Major Grants ($75,000 and over)

a) Major Grants are offered in the spring round only. Traditionally, the State Library Board
allocates $150,000 for Major Grants, but may also add unexpended funds from the fall
round.

b) The LSTA Advisory Council and, when required, individuals with technical expertise, will
review the Major Grant Applications. The State Library Board, based on the LSTA
Advisory Council recommendations, will approve the Major Grant Applications at their
November 2006 and March 2007 meetings.

c) Major Grants require matching funds of 35% of the total cost of the project.

C. Eligibility Criteria For Utah Libraries Applying For LSTA Grants
1. Public Libraries.

a) City and county libraries: Must be fully or provisionally certified under the UPGRADE
Standards established by the USL.

b) Public institutional libraries: Must receive 50% or more of its  operating funds from the
State of Utah, have an organized collection, a materials budget, provide service to an
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underserved population, and employ a librarian who has an MLS degree and has
completed, or is enrolled in the UPLIFT Basic Certification program.

c) Public libraries must meet all requirements of HB 341(Utah Children’s Internet Protection
Act) and the federal Children’s Internet Protection Act.

2. Academic Libraries. Must be a Utah member of the Utah Academic Library Consortium, provide
public access to its collection, and participate in interlibrary loan resource sharing services to
libraries in Utah.

3. Public Elementary, Secondary and Charter School Libraries. Must provide an accessible
and organized collection; have a board-approved, district/building-level collection development
policy and have an on-going line-item budget for library materials. Additionally, certified school
library personnel (as verified in “Computer Aided Credential of Teachers in Utah Schools
(CACTUS) must be assigned responsibility for library media programs. A single proposal
submitted through the school district office may represent one school, a multi-district consortium,
many school library media centers, or multi-type libraries, i.e., school and public and/or academic
libraries working together. Charter schools are technically considered public schools. If neither
the school library personnel nor the district supervisor holds library media certification, a
certificated library media teacher within the district must be directly involved in the
administration, implementation, evaluation, and reporting of the LSTA grant.

4. Research and/or Private Libraries. Must be certified as eligible by the State Library Board
based on the requirements that the library employs a formally trained librarian with a master’s
degree in library or information science from an ALA-accredited program, Library Media
Endorsement, or has completed or is enrolled in the UPLIFT Basic Certification Program; must
make publicly available library services and materials suitable for scholarly research not otherwise
available to the public, and that the library is not an integral part of an institution of higher
learning.

5. Library Consortia. Formally established consortia of libraries, all of whose members meet the
eligibility criteria above, may also apply for LSTA grants. The application must be submitted by
one library on behalf of the consortium. The applying library shall serve as the administrative
and fiscal agent for the grant.

Outcome-Based Evaluation (OBE)

Outcome-based (project or program) evaluation (OBE) evolved as a consequence of the Government
Performance and Results Act of 1993 that required federal agencies to focus on planning and managing
for results. Federal programs must now assess the investment of federal dollars on the lives of people
and report on the measurable results that matter to citizens. The Institute of Museum and Library
Services encourages states to incorporate the principles of OBE in their diverse library programs for the
years 2003-2007.

Outcome-based evaluation has been adopted by the United Way organization and by other agencies to
change the way grants are administered. The purpose is to encourage grant applicants to think more

critically in planning their grant projects. They must determine in advance what the results of a grant
project will be and how they will know that they have achieved success.

Inputs (e.g., money, staff time, equipment, or supplies) support activities (training, installing and
supporting networks, equipment, purchasing databases). Activities result in outputs (number of classes
held or people trained, number of computers available, or hits on the databases). The next step is to
identify the results or outcomes (increased skills, knowledge, changes in attitudes, behaviors, status or
life condition) on the project participants.

The grant application forms are designed to elicit measurable and meaningful results so they may be
aggregated and reported annually to the Institute of Museum and Library Services. Its staff will then be
able to communicate the impact of federal dollars for improved library services across the nation.

1. Outcome-Based Evaluation for Mini Grants. Mini-grant applications will include a simpler
form of outcome-based evaluation to elicit needed information about a program or project’s
outcomes. The application questions will still require critical thinking about the need for such a



project and how it relates to the library’s mission, a description of the target audience and the
projected benefits to this audience.

Program/Project Purpose:

We Want to Do What? (Summarize key proposed services and activities)

For Whom? (Describe the target audience for your project)

For What Outcome or Benefit? (Describe the benefits/results of the project in terms
of changed, improved, or demonstrated skills, behaviors, knowledge, and attitude of
people impacted)

Outcome-Based Evaluation for Regular and Major Grants. Because applicants for Regular
and Major Grants will be requesting substantial sums for their projects or programs, they will be
expected to supply more detailed information on the Application and on the Final Summary &
Evaluation Report. Applicants should be prepared to describe each outcome or benefit that they
expect their program or project to produce. Regular and Major Grant applicants may build into
the budget request a small, but reasonable percentage of funding to contract for professional
assistance to determine the overall results and outcomes for the Final Summary & Evaluation
Report.

V. APPLICATION REQUIREMENTS

A. General Requirements for All Competitive Grants

1.

Forms. Grant application and reporting forms may be found online at
http://library.utah.gov/grants_funding/forms/index.htm

Intent-to-Apply form required. ALL grant applicants must submit an Intent to Apply form to
the Grants Coordinator, at the Utah State Library Division, 250 North 1950 West, Suite A, Salt
Lake City, UT 84116-7901. Intent to Apply forms may be faxed to (801-715-6767). Consult the
Grant Calendar online at: http://library.utah.gov/grants_funding/Ista/grant_calendar.htm

LSTA Grant Application form is located online. Grant applicants should download all
application pages and SAVE them BEFORE completing them or entering any information. Once
completed you should email a digital version to the Grants Coordinator at rfrost@utah.gov .

Local spending match. Requests for grant funds that would be used to replace local spending
are NOT eligible. Grant funds may, however, be used for the purpose of supplementing local
efforts. For grant requests requiring local matching dollars, libraries may show local match and
support with dollars from other federal funds, local government or institutional funds, donations,
and private grants. Donated new equipment may qualify as a match only if acceptable
documentation of the cost is included in the application. Matching dollars from Public Library
Development Grants or “in kind” funds are NOT allowed.

Existing salaries and benefits cannot be used for match. However, match or grant
expenditures may include increased personnel costs such as a new hire or additional hours for
current staff to implement the grant project. Actual personnel hours associated with the grant
must be thoroughly documented and reported during the implementation of the grant.

Indirect costs. Under the rules and regulations governing the distribution of grant dollars under
the Library Services & Technology Act there is no provision for indirect costs.

10
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10.

11.

Phased projects. For “multi-phased’ projects, applicants need to clarify exactly what part or
phase of the project is being targeted for grant funding. Items to be included should be easily
identified. The Council’s commitment to fund one phase of a project implies no commitment to
fund subsequent phases. Although the Council welcomes applications for subsequent phases on a
competitive basis, it will consider only one part of a multi-phased project at a time.

School projects. Grant funds are to be used to strengthen school library media programs and
not regular classroom instruction. Grant funds may not be used to purchase textbooks,
classroom book sets, workbooks, or testing software. Grant funds may not be used to support
motivational reading programs unless tied to the library media core curriculum and administered
from the library (not the classroom).

Federal requirements. Grant recipients must comply with federal and state laws and
regulations affecting public policy issues such as civil rights, labor standards, hazardous materials
warnings, debarment and suspension concerns, drug-free, smoke-free work environment,
lobbying practices, etc. A library receiving an LSTA grant must also not discriminate on the basis
of race, religion, age, gender, national origin, or disabilities in providing space for public
meetings. It must also be in compliance with the requirements of OMB Circular A-133, Audits of
States, Local Government and Non-Profit Organizations.

On June 23, 2003, the Supreme Court ruled that the Children’s Internet Protection Act (CIPA)
was constitutional. The law only affects public libraries that apply for LSTA funding computers
that access the Internet or for paying direct costs to access the Internet. Public libraries will need
to comply with two basic requirements: 1) implementation of an Internet Safety Policy, and 2)
installation of a Technology Protection Measure (filter) on computers that access the Internet.

For more information please go to:
http://library.utah.gov/documents/cipa_september_3_2003.doc

Utah State Law. On May 3, 2004 the Utah Children’s Internet Protection Act became law
prohibiting a public library from receiving state funds unless the library has an Internet safety
policy and implements and enforces measures to filter Internet access to certain materials.
Because the USL is a pass-through agency for federal LSTA funds, these become state funds.
Public libraries must comply with both state and federal laws. For more information see:
http://library.utah.gov/documents/cipa_september_3 2003.doc

Public documents. All applications, funded and not funded, become the property of the USL.
As such, all intent to apply forms, applications, reports, audits, correspondence, final summary
and evaluation reports, and all other related materials are defined as “public records.” Access to
those records is allowed under GRAMA (Government Records Access and Management Act). The
USL may choose NOT to release personal, proprietary, or technical information.

Special Requirements for Technology Grants for All Categories

1.

Technology Plans.

a) Public libraries: All FY 2006-2007 LSTA grant applications must include one copy of the
library’s current three-year (2006-2008) technology plan. This technology plan may be the
same as required and approved for the FCC Universal Service E-Rate Discount. A description
of library technology plan elements that must be addressed and a listing of public library
technology plans submitted with LSTA applications to the USL that applicants may adapt to
their libraries may be found at
http://library.utah.gov/grants_funding/Ista/library_technology plans.htm.

b) School libraries: School libraries should submit the most current year technology plan
approved by the Utah Educational Network for the FCC Universal Service E-Rate Discount.
School District technology plans should correlate with and provide for the information
technology needs of all school libraries within the district.

¢) Academic and private/research libraries and consortia: Academic, private/research, and

consortia libraries must also submit a current long-range (3-5 years) technology plan
approved by library and institutional authorities along with their grant applications.
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2. Consultant credentials. If the technology grant requires the services of technical consultants,
documentation of the consultant’s professional credentials or a statement of the selection process
should be included as an attachment to the application.

3. Technology specifications. For FY 2006-2007 the suggested minimum specifications for public
access PC’s purchased with LSTA funds are:
Microprocessor: 3.0 GHz or higher
Monitor: 17 inch Monitor, flat panel LCD
RAM Memory: 512 Mg or more
Video: 16MB video card — whatever is basic, integrated
CD-ROM Drive: CD-ROM / RW / DVD Combo / DVD RW
Operating System: Windows XP Pro — SP2 with licensed CD, English or XP
Office Suite: Microsoft Office 2003 Version
Web Browser: Microsoft Internet Explorer
Mouse: USB - optical
Keyboard: USB
Network Interface Card: Integrated 10/100 3Com Network capability NIC or
Sound: Integrated Sound
Speakers:
Ports: 6 USB
Power Protection: UPS
Resource CD for Drivers and OS recovery:
Additional Software: Personal Firewall or Security software; Anti-virus software
Warranty: 3-year warranty - Parts & Labor On-Site Response Initial Year with Parts & Labor On-
Site Response 2YR Extended.

State contract vendor information. The State of Utah negotiates contracts with many vendors for a variety of
computer-related products; public libraries may be able to purchase items from these contracts at State pricing.
Three major “PC Stores” contracts exist; these “PC Stores” carry a variety of items from multiple vendors.
Current statewide contracts exist with Dell, Gateway and HP. There is some, but generally not a dramatic, price
difference among PC Stores. To locate statewide contracts access
http://www.purchasing.utah.gov/statewidecontracts/Contracts.aspx?Contracts=All.

5. Procurement protocol. The project director must work with the appropriate municipal, school
district, county, or state purchasing agents to obtain the necessary equipment, services, or
materials for the LSTA project. In some cases local procurement procedures may take
precedence over statewide contractual arrangements.

C. Special Requirements For Networked Information Digitization Projects

Libraries planning to apply for LSTA funding to support a digitization project first need to meet specific
guidelines established by the Mountain West Digital Library. Applicants must obtain approval from one of
the designated regional centers supporting the Mountain West Digital Library nearest their library before
submitting an LSTA application. These centers are 1) J. Willard Marriott Library, University of Utah; 2)
Merrill Library, Utah State University; 3) Harold B. Lee Library, Brigham Young University; and 4) Gerald
R. Sherratt Library, Southern Utah University. Please also consult the “Policy Defining the Use of LSTA
funds for the Digitization of Information Resources in Utah”, located in Appendix D., on the Mountain
West Digital Library website at http://www.lib.utah.edu/digital/mwdl/about.html, and on the USL website
at http://library.utah.gov/index.htm.

D. Other Grant Information

1. Number of applications. There is no limit on the number of applications a library may submit,
however, libraries should not submit more than one application in the same category. Libraries
must prioritize all applications submitted. Capability to implement a project and the track record
of previously implemented projects will be considered as factors in awarding grants. Each library
should assess its ability to implement multiple grants before submitting more than one
application.

2. Number of years of project funding. There is no limit on the number of years that a project

may be funded. Applications are evaluated and grants awarded on a single year basis. A
library’s track record — including effectiveness of evaluation — will be taken into account for multi-
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VI.

VIIL.

VIII.

year projects. The USL cannot commit funding for subsequent years of a project. Applications
for multi-years will be evaluated and ranked with all other competing applications in each grant
cycle.

3. Grant award amounts. The amount of grant awards will be determined each year by the State
Library Board based on the availability of funds, program goals and priorities.

4. Unallowable projects. Library anti-theft security systems, excluding software (i.e., firewalls),
are not fundable with LSTA funds.

APPLICATION PROCESS

Look for the LSTA grants competition announcement. An announcement of the grant cycle is e-
mailed to public, school, and academic libraries on various discussion lists.- ULN, UELMA, UALC and to
those individuals who have requested notification. A grant notice will also appear in the online
DIRECTIONS Newsletter before each grant round opens in August and in January each year.

Attend the LSTA Program & Grant Writing Workshop. This workshop is held prior to each round.
Applicants should plan to attend this workshop if they have never done so. Applicants may register for
this workshop online.

Obtain grant writing assistance. Libraries that have not applied for LSTA Grants in the past are
encouraged to contact the Grants Coordinator, (801-715-6742/ @utah.gov) to discuss project ideas at
any time.

Submit the Intent-to-Apply form by the posted deadline. See the LSTA Grant Calendar for the date.
Fax or e-mail the Intent-to-Apply form to the Grants Coordinator (801-715-6767 / @utah.gov).

Review the LSTA Grants Handbook. Contact the Grants Coordinator if you have questions.
1. Determine eligibility of the library.

2. Determine the grant category: Technology Infrastructure, Networked Information, or Enhanced
Access to Library Services.

3. Determine a funding category for the library’s LSTA project: Mini, Regular, or Major.

Submit the completed Application form by the posted deadline. For the date, see the LSTA Grant
Calendar online.

REQUIRED DOCUMENTS TO BE SUBMITTED WITH THE APPLICATION

A.

Three-Year Technology Plan — 2007-2009 — E-mail a copy to the Grant’s Coordinator and include one
hard copy with the required number of copies of the grant application.

Application Checklist - Check off each item that applies to your grant application and include with the
required number of copies of the grant application.

Vendor quotes - Attach actual vendor quotes with the application and include an itemized list of
proposed equipment purchases, hardware and software, computer furniture, contracted services, or
personnel costs. Be sure the quotes of equipment to be purchased include type, manufacturer, and
model number. These specifications help to establish an equipment standard.

Letters of support - Although not required, the LSTA Advisory Council recommends attaching two or
three letters of support by local leaders, organizations, stakeholders, or project partners.

SUBMITTING THE APPLICATION
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Documents to be e-mailed to the Grants Coordinator. Email a digital version of ALL grant
documents contained in the original to the LSTA Grants Coordinator, Rose Frost, at rfrost@utah.gov .
Preferred formats are Excel and/or PDF.

Mail or hand-deliver the required number of hard copy applications (and one original) to the
Grants Coordinator on or before the deadline date. If mailing, address the required number of application
copies, including one original to:

Attn: Rose Frost, Grants Coordinator,
Utah State Library Division

250 North 1950 West, Suite A

Salt Lake City, UT 84116-7901

Methods of delivery: USPS, commercial carrier, hand delivery

1. Request proof of mailing. The U.S. Postal Service does not always postmark a package when it
receives one. Request to have the package dated, and then verify that it is properly date
stamped. The State Library will accept a legible receipt stamped by the U.S. Postal Service or a
legible dated shipping label, invoice, or receipt from a commercial carrier. Retain legible copy of
mailing, shipping, or delivery receipt.

2. Applications that are mailed by the postmarked deadline — usually the Wednesday before the Friday
deadline — and arrive the following week will be honored and accepted.

3. Hand-deliver required number of application copies to the State Library by the deadline. The
State Library closes at 5:00 p.m.

4. State Library acknowledgment — It is the responsibility of the grant applicant to insure that the
applications are submitted before the deadline. Applicants who mail their grant applications or
trust persons to hand deliver them and need to know if the State Library has received them are
encouraged to call or e-mail the Grants Coordinator on the day of the grant deadline.

1X. GRANT APPLICATION REVIEW PROCESS

A.

Review criteria (GAFF criteria). Each grant application, whether, Mini, Regular, or Major, is reviewed
by professional staff members, LSTA Advisory Council members, and for Major Grants, by State Library
Board members. Reviewers receive copies of each grant application and a cover sheet with the LSTA
Grant Application Assessment Form. This form is a guide for the reviewer, who may also consider other
significant factors. The reviewer evaluates the narrative, project evaluation/outcomes, project timeline,
and particularly the budget. Reviewers with special expertise in library information technology,
digitization, school library experience, or services to the underserved will critique application projects in
their respective fields.

Library’s LSTA grant history. The Grant Application Assessment Form includes the library’s LSTA grant
history on the verso. The library’s grant history may or may not influence decisions on grant awards.

Library’s LSTA grant administration history. Applicants who have received past LSTA grants may be
evaluated on their history of administering those projects.

Mini Grant review.

1. Mini Grant application review. The State Librarian, LSTA Grants Coordinator, and Library
Development Program Manager review Mini Grant applications. Because the USL staff is more
familiar with the needs and situations of the small rural public libraries that submit the majority
of Mini Grants, they are better informed to review these applications. LSTA Advisory Council
members who represent school libraries are asked to review and submit feedback to these
reviewers for any school library Mini Grant applications because they are more familiar with
school library needs in the state.
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1.

Site visits. Usually Mini Grant applicant libraries do not receive site visits; however, if the
Grant’s Coordinator can include them in the Regular and Major Grant site visit schedule, certain
libraries, particularly school libraries may receive a site visit.

Mini Grant awards. The State Librarian makes the final award decisions for Mini Grant
applications. The Grants Coordinator informs the LSTA Advisory Council of the Mini Grant award
decisions at the Grant Review Session for Regular (and Major) grant applications.

Mini Grant funding pool. A Mini Grant funding pool of $75,000 is available in each fall and
spring round.

Regular Grant review

Regular Grant application review. Members of the LSTA Advisory Council, the State Librarian,
and the professional USL staff review the Regular grant applications.

Site visits: Libraries submitting Regular Grants may receive site visits by one or two members
of the LSTA Advisory Council along with the Grants Coordinator and/or the Library Development
Program Manager. This is an opportunity for Council members to see first hand the needs of the
library and the rationale for the grant project. They report back their observations to the full
Advisory Council for Regular Grant projects at the Grant Review Session in November and for
Regular and Major Grant projects in March.

LSTA Planning Meeting and Grant Review Session. The LSTA Planning Meeting and the
Grant Review Session are held each fall in November and each spring in March and are open
meetings. In the morning Planning Meeting, the LSTA Advisory Council members and State
Library staff discuss issues affecting the Competitive Grant Program, recommend policies, and
share site visit observations of the Regular and Major Grant applications for that round.

Regular Grant awards. In the afternoon, the LSTA Advisory Council conducts a Grant Review
Session. Regular Grant applicants are invited to present their grant projects at the afternoon
Grant Review Session. Grant applicants are given a minimum of five minutes to present their
projects before the Council, after which the Council has five minutes to ask questions of grant
applicants. Once the Council has heard from each Regular (and/or Major) Grant applicant, they
deliberate and determine the funding awards, which then become recommendations to the State
Librarian and State Library Board. Prospective LSTA Regular (or Major) Grant applicants are
welcome to attend the afternoon Grant Review Session to learn about the grant deliberation and
funding process.

Regular Grant funding pool. There is a funding pool of $150,000 available in each fall and
spring round.

F. Major Grant Review

1.

Major Grant application review. There is only one annual Major Grant competition round each
year in the spring; members of the LSTA Advisory Council and the State Library Board review the
Major Grant applications. LSTA appropriations made annually to each state have in the last few
years not been announced until early spring. However, federal funding can be carried over one
year. Since Major Grant projects usually need more time for implementation, the awards are
made in the spring round to allow project directors 16-18 months to complete the grant project.
Grant projects awarded in the fall need to be completed in eight months.

Site visits. Libraries submitting Major Grants will receive site visits by one or two members of
the LSTA Advisory Council along with the Grants Coordinator and/or the Library Development
Program Manager. Council members who visit the applicant libraries will share their observations
to the full Advisory Council at the Grant Review Session in March.

Major Grant project presentation. During the Regular Grant Review Session in March, the

Major Grant applicants also have an opportunity to present their project before the LSTA Advisory
Council, and answer questions from Council members, who then make the funding
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XI.

recommendations to the State Librarian and the State Library Board. Because of the limited time
available, applicant presentations usually are from 5-7 minutes with an equal amount of time for
questioning by the Council.

4. Major Grant awards. The State Library Board holds its quarterly spring meeting one week after
the LSTA Grant Review Session. The Chair of the LSTA Advisory Council reports to the Board on
the recommendations of the Council for the Regular Grants and any Major Grant awards. Major
Grant applicants are invited to present their project before the Board at this meeting. Board
members have an opportunity to ask questions of the Major Grant applicants about the project
and vote to approve or not approve the project at this time.

5. Major Grant award pool. There is $150,000 funding pool for the annual spring competition of
Major Grants.

G. Grant Funding Category. Once the State Librarian, LSTA Advisory Council, or the State Board has
approved a grant application, it must remain in the funding category in which it was originally submitted.
Funding allocations are pre-determined by the State Library Board each August. And though unexpended
funds from the fall grant competition can be carried over to the spring round, grant applications
submitted in either the Regular or Major Grant category will remain in those categories, even though
reduced or partial grant awards may seem to move them to another category. Reduced awards will,
however, result in reduced match requirements.

GRANT AWARD NOTIFICATION

A. Official letter. Mini, Regular and Major Grant applicants will receive a letter from State Librarian after
the fall and spring State Library Board meeting. This letter will inform the applicant if the grant project
was funded or not and, if funded, either fully or partially.

B. Total LSTA amount. If the grant was funded, the letter will also stipulate the exact amount for
allowable purchases and any action the grant recipient must take before the contract is prepared.

C. Revised budget requirement. If the award amount is different from the grant request, the notification
letter will also require the grant recipient to submit a revised budget based on the actual award amount
to the Grants Coordinator before the contract can be prepared. The Project Director may fax or e-mail
the revised budget to the Grants Coordinator so that a contract can be prepared as soon as possible.

D. Other stipulations. The grant notification letter may require the grant recipient to comply with
additional specific stipulations.

E. Grant administration workshop requirement. One important stipulation is mandatory attendance at
the LSTA Grants Administration Workshop for all new LSTA grant recipients or for those who have not
attended within the past three years. Failure to attend this workshop will be cause for withdrawing the
grant award. The purpose of this workshop is to insure that the grant recipient understands the proper
procedures to follow in requesting funds from the State Library to pay for project expenses.

APPEAL PROCESS

Mini Grant applicants whose proposals are not approved may appeal to the LSTA Advisory Council for
reconsideration. The Grant Applicant should submit in writing to the Council Chair (in care of the State
Librarian), the reasons for making an appeal and the request for a re-evaluation of the application. The State
Librarian must receive the appeal letter within two weeks from the date of the letter notifying the applicant that
the grant has been denied. The Council Chair may call a meeting of the members to deliberate appeal request.

Grant Applicants whose Regular or Major Grant applications are denied funding may appeal to the State Library
Board for reconsideration. The Grant Applicant should submit in writing to the Board (in care of the State
Librarian) the reasons for making an appeal and the request for a re-evaluation of the application. The State
Librarian must receive the appeal letter within two weeks from the date of the letter notifying the applicant that
the grant has been denied. The Board will consider requests for appeal at their next scheduled meeting.
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XI11.

To get information and pricing from vendors with statewide contracts, access State Purchasing web site.
Software and other items may also be purchased from State contracts.

Be aware, however, that local government purchasing procedures must be followed and take precedence over
state procedures. In addition, local governments may have negotiated vendor contracts other than those the
state has contracted.

GRANT PROJECT ADMINISTRATION

A. Grant Contracting Process

1.

Contract preparation. The USL prepares and executes two copies of the library’s contract for
each grant. If the grant award is different from the original funding request, the grant award
notification letter will request that a revised budget be submitted to the LSTA Grants Coordinator.
The contract will not be prepared until the grant recipient has submitted the revised budget to the
Grants Coordinator. A copy of the final budget request will be included in the contract.

Contract attachments included as part of the contract: the Interim Report form (for Regular
and Major Grants only); the Final Expenditure Report form; the Summary & Evaluation Report
form; and the Payment Request form. Also included is an INTERNET Safety Certification form
(only for public libraries, public elementary school libraries or public secondary school libraries,
library consortia) that must be signed by the library or organizational director. This form is kept
on file at the USL.

Local signatures. Grant recipients must obtain the required local signatures on both contract
copies and return them with all the attachments to the USL, which will then forward the contracts
to State authorities for official signatures and the contract number. Local government officials
who may sign the contracts are the mayor, city council or county commissioner member.
Institutional representatives may be the school superintendent, principal, library dean of an
academic institution, or library director if not the project director. Fiscal authorities would be a
city or county recorder, treasurer, manager, school district business manager, university grants
office director or business manager.

Contract finalization schedule. The LSTA fall grant awards are made by the middle of
November, but with the holidays in December, contracts are generally not finalized until at least
the middle of January. Spring grant awards are decided usually by the end of March and the
contracts are generally finalized by the first of May.

Warning! Grant recipients must not expend any money for project purposes until he/she
receives the finalized contract copy with the assigned number, and signatures of all parties. This
warning also applies to match funds. The USL retains one contract copy on file for each grant
project awarded.

B. Contract Documents

1.

Contract face page: ldentifies contracting parties, address of where payments will go, vendor
number, Dunn & Bradstreet number, LS number (LSTA appropriation year), and CFDA number
(Catalog of Federal Domestic Assistance); contract period with commencement and termination
dates, amount of grant; attachments; internal audit information; signature lines.

Attachment A — Standard Terms & Conditions. This is a “boilerplate” document prepared by the
Attorney General’s Office in the Department of Community and Culture of which the USL is one
division. It is included in all contracts.

Attachment B — Special Provisions and Scope of Work. Specifies what actions the grant
recipient must take; requirements for requesting federal funds; reduction of grant conditions
determined by Congressional action; contact persons for the USL and project director for the
library; required reporting of financial performance (single audit compliance).

Attachment C — Budget page.
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5. Attachment D — Interim Report form (for Regular & Major Grants only). This report must be
submitted within 90 days from the date the contract is finalized.

6. Attachment E — Final Expenditure Report form (due September 15 of the grant award year).

7. Attachment F — Final Summary & Evaluation Report form. (due September 15 of grant award
year).

8. Attachment G — Payment Request form. Submit this form to the Financial Manager along with

copies of the invoices for which payment is requested. This form and accompanying invoices may
be faxed (801-715-6767). Project directors are advised to make multiple copies of this form if
they plan to send more than one Payment Request to the Financial Manager.

9. Cover letter. An accompanying cover letter explains what the grant recipient must do with the
contract copies. It also indicates in bold the contract termination date and the dates that the
Interim, Final Expenditure Report, and Final Summary and Evaluation Report are due at the USL
Library.

10. CIPA document. The public library director or the school library media teacher must sign and
return the Children’s Internet Protection Certification document. (For public or school
elementary and secondary libraries.)

LSTA Grants Administration Workshop

1. Participants. This workshop is designed specifically for all new LSTA grant recipients or for those
who have not attended within the past three years. Library fiscal agents and others involved in
the grant projects are welcome and encouraged to attend. Failure to attend this workshop will be
cause to withdraw the grant award.

2. Schedule. This two-hour workshop is held in January for the fall grant recipients and in April for the
spring grant recipients.

3. Rationale. The purpose of the workshop is to provide project management information in order to
administer the grant effectively and to insure all LSTA Grant recipients fully understand:

. all contract documents and the contracting process
. obligations and responsibilities to the State and Federal governments
o when and how to obtain Federal LSTA funds to pay for grant project expenses
. when and how to complete LSTA final reports
. what to do if things change or problems occur and whom to notify
4. Travel reimbursement. The State Library will offer mileage reimbursement to grant recipients

to attend the workshop. Future workshops may be available through conference technology.
Grant Implementation Information

1. Project Timeline. The project completion deadline depends on the appropriation year of the
contract.

a) Grant projects funded in the fall must be completed by the following September 15.

b) Grant projects funded in the spring must be completed by September 15 of the second year.
For example: a grant awarded in the spring of 2007 will have until September 15 of 2008 to
be completed.

2. Advice. Grant recipients are strongly advised to begin implementing their projects soon after
receiving a copy of the finalized contract with the assigned number.

3. Activities. Once the contract is finalized, the project director should:

a) Re-verify vendor quotes, as there is usually a time lag of several months between the
submission of the application and the finalization of the contract. During this time, equipment
prices may have changed and may prompt a budget revision.

b) Order hardware, software, and other equipment.
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c) Contract for services.

d) Hire personnel.

e) Fax Payment Request forms with copies of invoices to the Financial Manager. The project
director will continue to send periodic Payment Requests forms with accompanying invoices
until all the funds awarded have been expended. The project Director is advised to make
copies of the Payment Request form if multiple payment requests will be made.

f) Document inputs, outputs, outcomes, statistics, and anecdotal success stories about the
project’s impact on individuals.

g) Acknowledge IMLS in any media, communication, and report on the LSTA grant award. This
can be done when the award is formally announced, once the project is begun or completed,
or when it is most appropriate for library public relations. See Appendix E. - Credit Where
Credit is Due.

Grant Administration Requirements

1.

How to administer the grant project. Public, school, academic, and eligible private/research
libraries must administer the grant project within the organization. The agency applying for and
administering a grant is responsible for receiving and disbursing funds and carrying out the
purposes of the project. The grant recipient must establish and maintain a separate accounting
category within an internal accounting system to show that the funds have been used for grant-
related purposes. If more than one LSTA grant is received, a separate account in the local
budget must be established for auditing purposes for each grant.

Depositing LSTA funds. Public libraries must deposit LSTA funds with their city or county
offices. School libraries must deposit LSTA funds with the school district office. Academic
libraries may need to first contact a campus grants office before submitting a grant application to
determine local procedures for application, processing and managing LSTA grant funds. Grant
funds then will be paid to the grants office for disbursement to specified sources.

Unallowable costs. Indirect or administrative costs are not allowable. This insures that grant
funds are used to support services and not pay for rental space, utilities, and other administrative
costs. Grant funds must be fully dedicated to the project.

Grant equipment, materials, etc. All equipment purchased as part of an LSTA grant project is
considered to be the property of the library. The grant recipient is also responsible for its
installation, maintenance, repair, replacement and ongoing operation. Likewise, other materials,
i.e., books, videos, books-on-tape, etc. purchased by the grant remain the property of the library.

Grant expenditure limits. All LSTA project activities must occur within the expenditure period
as indicated on the grant contract — between the contract beginning and termination dates.
Project costs and obligations incurred prior to or beyond the contract termination date will not be
reimbursed.

Contract Changes, Amendment and Cancellation Procedures

In a perfect world nothing would need to change. Since it isn’'t a perfect world, contracts sometimes
need to be revised. Although the total LSTA award amount must remain the same, changes do occur
within budget categories. Sometimes budget amounts in one category need to be moved to another or
some categories no longer need the amount allocated to them. Project directors must adhere to the
following:

1.

Budget changes. If circumstances necessitate a change in equipment to be purchased, key
personnel, or expenditures that total more than 10% in any one category or $200, whichever is
greater, the project director must obtain approval from the USL to expend a different amount.
The project director will need to write a letter to the State Librarian, copying the Grants
Coordinator, (801-715-6742), explaining the reason and requesting approval for the change.
Once approved the project director will need to submit a revised budget. These documents will
be filed with the library’s other grant papers and will expedite the closeout desk audit conducted
by the Financial Manager.

Price changes. Often between the times the application is submitted and the contract is
finalized, which can be several months, vendor quotes can drop or rise, usually the former.
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Again, if the change is more than 10% from the original budget amount, the project director must
notify the Grants Coordinator in writing (fax or e-mail is acceptable) to discuss what action to
take. The project director will need to submit a revised project budget to the Grants Coordinator.
Often price drops create a remaining grant balance that can be negotiated for other purchases
related to the grant project.

3. Contract extension Zamendment. If for some reason, the project cannot be completed within
the grant contract period and within the assigned LSTA appropriation year, the project director
may request a contract extension. The request for this extension must occur 90 days before the
end of the original contract termination date. If the contract can be assigned to another
appropriation year that has an account balance, a contract amendment will be written and sent to
the library for the contractor’s (usually the project director) signature that must be returned to
the USL to be forwarded to the Department of Community & Culture for final approval.

4. Unexpended funds. Occasionally some libraries cannot expend the entire grant award, either it
overestimated the amount of personnel time required to complete the project, i.e., for
digitization, or for some other reason. If this should happen, contact the Grants Coordinator or
Financial Manager as soon as possible and explain the situation. The State Library can reassign
federal funding to other projects, but must know this well in advance of the contract termination
dateline.

5. Contract cancellation. If the project cannot be implemented or completed, the project director
must contact the Grants Coordinator as soon as possible who will then initiate a contract
cancellation procedure.

6. Personnel changes. Needless to say, anytime there is a change in the status of either the
library director or project director and that person is no longer at the library, the director must
notify the Grants Coordinator so that another project director can be appointed and the project
completed within the contract period.

How to Obtain and Expend LSTA Grant Funds

1. How to obtain grant funds. The process of obtaining LSTA funds to pay for grant project
purchase (i.e., equipment, services, personnel costs) is quite simple, and insures that all federal
funds are expended according to State of Utah guidelines and federal regulations. The project
director may expend funds only after receiving the official signed and numbered copy of the
contract and only after following local or state government procurement requirements.

2. Complete the Payment Request form (Attachment G). This form is included in the contract
and is also available online. Project directors should make multiple copies of this form if they
plan to make periodic requests for payment from the State Library, and fill in the amount
requested for reimbursement or advance payment. Payment Request forms may be faxed (801-
715-6767) to the attention of the Business Office. Grant funds will be sent upon request to the
address specified in the contract.

3. Submit invoice copies. When a project director submits a Payment Request form, they must
also submit copies of the invoices, personnel vouchers, cancelled checks or other proof of
purchase for grant project items. Each vendor invoice must be dated, include quantity and unit
cost and accurate descriptions of goods and/or services provided. Also, every document
presented with the Payment Request form must include the LSTA Grant contract number.

4. Reimbursement option. Most of Utah’s larger public and academic libraries and school district
offices are sufficiently funded to pay for grant purchases up front and choose this payment
option.

5. Advance payment option. Some of Utah’s rural and smaller public libraries do not have funds

in their budget to wait for reimbursement from the USL. These libraries may choose to request
advance payment, but an advance payment comes with a restriction. The project director must
expend the payment on grant purchases within a 30-day period from the date that the request is
made or be subject to a federal interest charge. The concern is that by the time the project
director receives the advance payment, they, in reality, have less than 30 days to expend it.
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Federal drawdowns. Although the Business Office may draw down federal funds twice a
month, they don’t always do so. Project directors are advised to contact the Financial Manager
(801-715-6771) to find out just when the next draw down will occur. Once this happens,
reimbursement or advance payment checks are mailed within a week to the libraries.

Proof of match expenditures. Attach to the Payment Request Form copies of vendor invoices,
accounting payment vouchers, canceled checks, receipts and/or other documentation verifying
that reimbursable and matching funds were expended. The final 10% of the grant award will be
paid upon receipt of documentation of all grant expenditures, including match.

H. LSTA Requirements for Personnel Expenditures

1.

The compensation for personnel services under OMB Circular A-87 is
allowable to the extent that they satisfy the specific requirements of this
Circular, and that the total compensation for individual employees:

a) is reasonable for the services rendered and conforms to the established
policy applied to both Federal and non-Federal activities

b) follows an appointment made in accordance with the institution’s rules and
policies and meets merit system or other requirements required by Federal
law, where applicable, AND

¢) is determined and supported based on OMB Circular A-87, Attachment B,
Section 8 (h) “Support of salaries and wages”.

If Federal funds are used for salaries and wages, then “time distribution

records are REQUIRED. These records must demonstrate that if an employee

is paid with Federal funds, then such employee worked an appropriate amount

on that specific Federal program. If not, the charges to the Federal program must be adjusted to
reflect the actual time spent on that Federal program. Charges to Federal awards will be based on
payrolls documented in accordance

with generally accepted practice of the institution and approved by a responsible official of the
institution.

100% of employee’s time spent on a single cost objective or project:
Where employees are expected to work solely on a single Federal award or
cost objective, charges for their salaries and wages will:

a) Be supported by periodic certifications that the employees worked solely on
that program for the period covered by the certification

b) Certifications will be pre-pared at least quarterly

c) Will be signed by the employee or supervisory official having first hand

knowledge of the work performed by the employee

Employee’s time spent on multiple cost objectives or projects:

Where employees work on multiple activities or cost objectives, a distribution

of their salaries or wages will be supported by personnel activity reports (PARs) or equivalent
documentation which meets the following standards:

a) Reflect an after-the-fact distribution of the actual activity of each employee,

b) Account for the total activity for which each employee is compensated,

c) Be prepared at least monthly and must coincide with one or more pay
periods,

d) Represent actual costs, AND

e) Be confirmed by responsible persons with suitable means of verification that
the work was performed. Confirmation by the employee is not a requirement if other
responsible persons make appropriate confirmations.

Multiple activities are defined as:
a) more than one Federal award,

21



b) a Federal award and a non-Federal award,

¢) an indirect cost activity and a direct cost activity,

d) two or more indirect activities which are allocated using different allocation
bases, or

e) an unallowable activity and a direct or indirect cost activity.

A PAR is a timesheet or log maintained by the employee which contemporaneously accounts for
100% of their time. The objective is to identify effort spent on multiple activities or programs.
The increments of time should not be limited arbitrarily, because this may prevent employees
from accurately and completely reporting effort on all programs and required activities if the
minimum increment is too large.

Salaries and wages of employees used in meeting cost sharing or matching
requirements of Federal awards must be supported in the same manner as
those claimed as allowable costs under Federal awards.

The consequences of noncompliance with the employee time and effort
certification process may be the disallowance of salary and wage charges to a
Federal grant program.

Two sample monthly activity reports are on the following pages. Sample A

could be used for someone involved with multiple projects. The form is not interactive and is for
illustration only. Sample B is an Excel template that can be used for weekly, monthly, quarterly,
and annual documentation for employees involved with a single project.
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SAMPLE A

MONTHLY EMPLOYEE ATTENDANCE/ACTIVITY REPORT

Employee Name Soclal Security Number

Position Number Unit Manth/Year

% Acct./Proj, # % Acct./Pro. # % Acct./Proj. # % Acct./Proj. # % Acct./Proj. #

CTIVITIES ACTIVITIES ACTIVITIES Daily [FLSA
# Pl a | T |7otal] =*

[

ACTIVITIES ACTIVITIES
DAY I DATE) L (¥{p| Al T] L 8Pl AT €l pl oA | 7] L el oAl T L
Sat : i ]

Sun
Mon
Tue
Wed
Thu
Fri
Weekly Total 0
Sat
Sun
Mon
Tue
Wed
Thu
Fri i 3
Weekly Total o {H{o| o | o] o of o Jof o [i#lof o [of] o Efo|l o |[of o
Sat i

Sun
Mon
Tue
Wed
Thu
Fri
Weekly Total o [E o] o ol o
Sat .
Sun
Mon
Tue
Wed
Thu
Fri
Weekly Total 0
Sat
Sun
Mon
Tue
Wed
Thu

o|lojo|lo|lo|o|(o

o
o
o
o
o
(-]
(=]
o
w
@
o

o

(=]
cle|e|e|e|eje|e|o|e|e|e|e|ojo|e|o|o|ojo|o|o|o|ojo|ojojo|o|e|e

(=]

0 0 0
R

o
e

Monthly Total **

Acct.  Total**
e e R e e

Summary of Leave Taken: Hours of VACATION (Annual Leave) Hours of SICK LEAVE
Hours of HOLIDAY Hours of OTHER (Specify)  Jury Hours of SICK FAMILY

: e
| certify the hours shown above are correct and the activities fairly reflect my work effort.

s

s

R R

Employee Signature Date Supervisor's Signature Date

Exempt Employee X _Non-Exempt Employee (must complete FLSA™* column, Weekly Total rows and full weeks)
***When calculating, exclude Leave column(s)

L = Leave/Holiday/Comp P = Professional Development A = Administration T = Technical Assistance
* = code for Leave/Holiday/Comp Time
**Monthly Total and Account Total include only days of the current month.




Sample B

Employee Timecard

Employee Name: E-mail: Year to date totals:

Manager: Phone: Regular hrs: 0.00 Overtil

January, February, March Employee Timecard: Daily, Weekly, Monthly, Yearly

January ‘Week 1 ‘Overtime ‘Week 2 ‘Overtime ‘Week 3 ‘Overtime

Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

Total weekly hours
Jan. total: Regular hours

February ‘Weekl ‘Overtime ‘Weekz ‘ Overtime Week 3 ‘Overtime ‘Week4

0.00 0.00 ‘0.00 ‘0.00
0.00

0.00 0.00 0.00
0.00 Jan. total: Overtime

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Total weekly hours !0.00 ‘0.00 ‘0.00 ‘0.00 0.00 ‘0.00 ‘0.00

Feb. total: Regular hours Feb. total: Overtime 0.00

March ‘Week 1 ‘Overtime ‘Week 2 ‘Overtime Week 3 ‘Overtime ‘Week 4

Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

!0.00 ‘0.00 ‘0.00 ‘0.00 0.00 ‘0.00 0.00
Mar. total: Regular hours ‘0.00 Mar. total: Overtime ‘0.00

Total weekly hours

April, May, June  Employee Timecard: Daily, Weekly, Monthly, Yearly

\April ‘Week 1 ‘Overtime ‘Week 2 ‘Overtime ‘Week 3 ‘Overtime

‘Monday
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Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

Total weekly hours ‘0.00

Apr. total: Regular hours ‘0 00

\o.oo

\o.oo

\o.oo

0.00

!o.oo

\o.oo

. : . Apr. total: Overtime ‘0.00

May \Week 1

‘Overtime

‘Week 2 ‘Overtime

Week 3

‘Overtime

‘Week 4

Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

Total weekly hours ‘0 00

May total: Regular hours ‘O 00

‘0 00

‘0.00

‘0.00

0.00

‘0.00

‘0.00

June ‘Week 1

‘Overtime

‘Week 2 ‘Overtime

Week 3

‘Overtime

‘Week 4

Monday
Tuesday
Wednesday
Thursday
Friday

Saturday

July, August, September

0.00

0.00

0.00

Employee Timecard: Daily, Weekly, Monthly, Yearly

Monday

Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

0.00

0.00

0.00
Jul

total: Overtime

0.00

0.00

0.00

0.00

\o.oo

Total weekly hours . . . .
July total: Regular hours [0} u : i .

0.00
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August Week 1
Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Total weekly hours 0.00

Aug. total: Regular hours [0Kee]

September Week 1
Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Total weekly hours 0.00

Sept. total: Regular hours[eXele]

October, November, December

Overtime Week 2 Overtime
0.00 0.00 0.00
Aug. total: Overtime [0
Overtime Week 2 Overtime
0.00 0.00 0.00

Sept. total: Overtime 0.00

Week 3

0.00

Week 3

0.00

Overtime

0.00

Overtime

0.00

Week 4

0.00

Week 4

0.00

October Week 1
Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Total weekly hours 0.00

Oct. total: Regular hours [0Xe]e]

November Week 1
Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Overtime Week 2 Overtime

0.00 0.00 0.00

Oct. total: Overtime 0.00

Overtime Week 2 Overtime

Week 3

0.00

Week 3

Overtime

0.00

Overtime

Employee Timecard: Daily, Weekly, Monthly, Yearly

Week 4

0.00

Week 4
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Total weekly hours

December
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

Total weekly hours

0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00

Week 1 Overtime Week 2 Overtime Week 3 Overtime Week 4
0.00 0.00 0.00 0.00 0.00 0.00 0.00

0.00 0.00

l. Requirements For Financial Records And Audit Trails

1.

State Library access to grant records. Representatives of the USL must have access to the
project’s financial records. All records documenting the expenditure of funds for approved
projects must be kept together. These records should not be interfiled with other library or
governmental records. The USL maintains LSTA competitive grant files for five years after the
contract termination date. Libraries should maintain files for a minimum of five years also. Keep
the following in a separate file for each grant received to assist in the preparations for eventual
financial reviews: copy of the original application, grant notification letter, copy of the finalized
contract, any change requests and other correspondence with the USL and/or vendors related to
the grant, copies of the interim report, final expenditure report, and final summary & evaluation
report, local audit report, and anything else to expedite a field audit.

Necessary documents. USL auditing personnel will request copies of invoices and checks
proving total expenditure of grant awards and deposits of grant payments. These copies should
be e-mailed, faxed or snail mailed to the Utah State Library Division, attention: business office,
250 North 1950 West, Suite A, Salt Lake City, UT 84116-7901. (Fax number, 801-715-6767).

If maintained in a separate file, the ledger entries and items noted below will provide a
centralized source of information for all accounting procedures and a summary for each grant file.
The four items, which should be kept in each related grant file, are: the grant
contract/amendments or changes; copies of grant deposits; bills and invoices; and payments.
Documentation should be kept for both matching and federal funds.

a) Contract/Amendments, Changes:
Keep the original signed contract. If contract changes or amendments have been made,
include signed documentation showing revisions in contract amounts and/or project
objectives.

b) Grant Deposits:
Keep a copy of each grant payment check received from the USL with a copy of the deposit
slip attached showing date of deposit or a copy of the deposit slip which specifically identifies
each grant payment received, amount of deposit, and date of deposit. If matching funds are
being received, documentation is needed for receipt and deposit of those amounts.

c) Bills and Invoices:
Keep a copy of each invoice that contains any of the following information:
¢ Identification of individual or company name
Identification of grant being used and the contract number of the grant
Date of invoice
Goods or services provided
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¢  Amount due

d) Payments:
e Retain a copy of all checks issued to pay invoices or bills.
¢ The amount of the check should match the total amount due on the invoice, the total
due for a group of invoices. Records should identify the vendor and the date of

payment.
e) Endorsement by the vendor will prove the vendor’s receipt of payment.
f) Reminders for Financial Reviews:
e Journal or ledger entries alone are not acceptable documentation for financial
reviews.

e Actual documents or legible copies must be provided to guarantee successful reviews
of grant receipts and expenses.

e Audit or paper trails should document grant expenditures. Without them,
reimbursement or partial reimbursements of grant funds to granting agency may be
required.

Desk and Field Audits, Final Closeout Procedures, Single Audits

1.

Desk Audit. As the Business Office receives Payment Requests and copies of invoices for each
grant, they will match these up with the project budgets as reflected in the contract budgets.
Project directors may be contacted to explain any payment confusion, missing supporting
documents, etc. Usually most problems can be resolved over the phone.

Field Audit. If the Business Office needs more information from the project director, they will
arrange to visit the library. Sometimes these visits are like post-site visits. The Grants
Coordinator usually accompanies someone from the Business Office on these post-site visits. USL
staff appreciate seeing how LSTA funds were used in the libraries and learning about the impact
of the grant project on the library patrons.

Final Grant Closeout Procedures. Sometime each June the Financial Manager will present the
Grants Coordinator a spreadsheet with the entire Grant project expenditure balances. The Grants
Coordinator will contact all project directors with fund balances at least 90 days before contract
termination date or by June 15 of the award year. The Grants Coordinator will send out an initial
e-mail to encourage project directors to expend all their grant funds as soon as possible. Further
monitoring by phone, if need be, will continue until all grant projects have zeroed their balances.

Single Audit. Federal grant recipients may be subject to the provisions of the Single Audit Act
as amended in 1996 (31 U.S. 7501 et. seq.), Audits of State and Local Governmental Units, and
OMB Circular A-133, Audits of Higher Education and other Non-profit Institutions. Utah public
libraries may be included in the Single Audit of their units of local government if more than
$500,000 of federal funds is expended in a single year.

Minimize Any Surprises. There can be many reasons for grant projects to have outstanding
balances late in the contract period. Sometimes a project director will wait until all purchases are
made before submitting a Payment Request for the total amount. Sometimes vendors haven’t
delivered their hardware, software, or other equipment to the library. (Sometimes vendors
haven’t yet developed the software.) The Grants Coordinator needs to know these reasons so
that libraries don’t jeopardize their grant awards. All purchases must be received and paid for by
the library before the contract termination date or risk voiding the grant contract.

XI111. GRANT REPORTING REQUIREMENTS & PROCEDURES

A.

Comply with all reporting requirements. LSTA Grant recipients must complete all reporting
requirements. Failure to complete the final reports will disqualify a library for consideration in future
grant competition. Copies of the required report forms are attachments to the contract and can also be
accessed online. Save the forms to Word before completing.
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Interim Report. The project director will submit an Interim Report to USL within 90 Days of receiving
the grant contract. No Interim Reports are required for Mini Grants. One Interim Report will be required
for Regular and Major Grants. Dates for the Interim and Final Summary and Evaluation Reports are
specified in the grant contract.

Final Expenditure Report. Project directors may submit the Final Expenditure Report any time before
the contract termination date if the grant project is completed, but it must be submitted by the contract
termination day — September 15 of the contract award year. Mail one copy of this report with official
signatures to the Financial Manager.

Final Summary & Evaluation Report. Project directors may submit the Final Summary and Evaluation
Report any time before the contract termination date if the grant project is completed, but it must be
submitted by the contract termination day — September 15 of the contract award year unless the Grants
Coordinator has approved an extension deadline for this report. E-mail one copy and mail two hard
copies of the Final Summary and Evaluation Report to the Grants Coordinator by the required date as
indicated in the contract.

IMLS Annual Report. Project directors should understand that the Grants Coordinator incorporates the
information they include in the Final Summary and Evaluation Report into the IMLS annual report. IMLS
uses this data from all the states to report to Congress each year on the significance of LSTA funds to
libraries to sustain current support and to insure reauthorization of LSTA after 2007.
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